OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publirztlon No. 76--RM-1 for instructions on completing this form. Forward signed original to

Department of Archives and History, Records Management Division, 330 Capetol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCYUSE | 1. Agency Address ' FOR neconnsmmeeuem USE
Application Date Georgia Department of Human Resources Application Number
July 12, 1976 Division of Mental Health and Mental T-2.91
Apoiication Number - Retardation - Room 534-H Sers Receed o o
 DHR-48 ; 47 Trinity Avenue, S, W, ¥te Complated

Atlanta, Georgia 30334 SUL 12 1976  |AUS 26 1975

2. Person to Contact : Working Title Telephone Number .

| Mr, Charles Braden ' Division RMO 656-4908

3. Action Reguested

1 Estabus (Agency-Wide Common Stand
3. O Estabusn Retention Schedule; record will continue to accumulate. y ndard)

b. () Dispose of present accumulation; no further accumulation anticipated. S 73-312
¢ 3 Amend Application No. _73=311 _Check One: (] Change; [ Supercede: O de@ Rescinds & 74-461
4. Datas of Series 5. Records Series Titls (followed by title used in office; if different)
Eartiest Latest
1960 lto date PATIENT MEDICAIL CASE HISTORY RECORD FILES
8. Division and Offics Function What is the function of the Division and the Office in which this roeor& series ig created?

The Division of Mental Health and Mental Retardation administers the mental health, mental
retardation and other developmental disabilities, alcohél and drug abuse, and training and
research programs, This Division is also concerned with community mental health, and the
administration of the State mental hospitals, rehabilitation and retardation centers.

Georgia's Regilonal Hospitals (State-financed Institutions and Medical Centers) provide local-
ized care for old people and their diseases; alcohol and drug abuse clients; gentally ill,
retarded and emotionally disturbed people; conduct training and education for persons who
work in the various programs of mental health; and carry out research with the objectives
of determining the causes and possible cures of mental illness.

.
1 . L~
il

7. Record Series Description " This file contains the foilowmg documents {include form numbers and t.-tfes if any).

Documaents ralating to:
requests for all services and the treating of persons in State-financed institutions.

Induded; but mot limited to, are: "
app ication for services; admission summary; treatment agreement; authorization for
release of information; physical examination reports; therapy notes; laboratory test

" results; x-ray interpretation; surgical report; ‘physicians' orders; nursing care
notes; pathology reports; autopsy and microscopic autopsy report; certificate of
death; and administrative/legal correspondence,

File is arranged: by terminal digit of patient's Social Security number; or alphabetically by
last name of patient.

8. Monthly Refarance Rate How often are records referred to which are: (State-wide)

One to six months cid 125 . Seven to tweive months oid 107
twentv five months and oider o_c.gas.am# )
9. Annual Rate of Accurmnylation of Records (State-~wide

Letter-size drawers ._Zj_ji_ Legal-ize drawers ..____._j_: Shelves _1_.6_1_..2_5_ : Other

; Thirteen to twenty-four months old 83

{specify)

1

Attach samples of the file, - — .

AR=80=71; Mev. 78 : (Qver)
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YES | NO | 10. Questionnaire _ (Place an “X" in the proper coiumn) 7 -
s. s this the official copy of the series? : '
X If not, whera is jt? :
b. Does the serias contain confidential information requiring security handling? (f yes, cite law or regulation.
x .
X _f e |3 this a vitai record? i
X d. Does this series have historical of long term research value? _
¢. When one or two documents in the file make it necessary to keep the entire file for a long period, could thess
X documents be scheduyled separately? R :
X | f Isthai i ined in thi ger is! fves attachcoov, - _
1 s th_eri‘nforfﬁatioﬁ contained in this series ever analyzed and/or recorded in a ‘summarized report? - e
X If yes. attach coov, _ S 1 i
h. Is there a duplication of this saries in your office, or in another offics or agency?
X it ves, where? A LT
X 1 i lsthis saries for 8 major portion of it} reqularly microfilmed?
X | L Does the record series rasult in a computer grintout? o
11. Retention Requirements ~_ _ The following requires the series to be kept:
Sk N Stat; Law ' years. d. Audit period . years,
: ‘b, Statute of fimitation — years. e. Administrative need - 33 years.
c Fsd'o.rai law S years. t. Federal retention instructions _years,
Attach copy or excert of laws or ragulations. Explain administrative need, - = - R Sy
see attdched letter from Director of Hospital Services
e - ) . B T . T . roL .- -~ . . - -t e -~
12. Approved Disposition Instructions  This agency recommends that the file series be cut off at theend of esch: ... . . .
' ' [ Calendar Year; (1 Fiscal Year; @ Other then,
R T St S S S e SR oo o - s ST B R
" 0 Hold in the current files area month(s) .. _ year(s); then - - B -
- O Transfer to local holding area; hold .-~ . _year(s); then R AR it ST
.0 Transfer to State Récords Center; hold .= year(s);then = = = - - - e At et s e
O Destroy. . S TR e £2 i N
O Transfer to State Archives for permanent retention.
@ Other [Soecify) - .

A}‘Active Records ' : Sl e

| Begtrning January 1, 1976, and tach five years thereaftéf; begin new five-year division of recar;:'- tr;nﬁfgl.r‘. :
H r precedi R
[ — ~~. charts to Institution Medical Records Unit for final quantitative review for completencss; hold five years: :ra;sfe:‘
) ;o loga; h:iging area, Told five years, or until determination is msde by the Institution Quality Control Bestrd/ Yedical
f ecords/Utilization Review Comnittee that the record may be transferred; transfer to the St
~r~% years; then destroy by shredding. . ' - © Srate Records Center, hold 23

. -
JInactive Records . : . S _ .
. When individual dies or becomes Ineligible for services in Geotrgia, coéﬁine all records, includin £
d . g the patient’s medical
- . 7 records and Commmity Resource Unit records and place in the fnactive file; cut off insctive file at t:e end of eachc.
calendar year; hold in current files area 2 years; transfer to local holding area, hold § years; transfer to the State

P
T

Records Center, hold 28 years; then destroy by shredding.

. ; Conmunity Resources Unit Records (long-term follow-up sumuary informationm)

- Review pericdically. Upon determination that record is mo longer active (that patient has died or s no i;
onger eligib
L for services), place all papers in the inactive file. Cut off inactive Eile at the end of each calendar year? rh:ldsinle
current files area 10 years; transfer to State Records Center, hold 25 years; then destroy by shredding.

These instructions apply to all prior and future accumulations of the Serias. —

-

| Agency Head/Designee (Signature) Records Management Qfﬁmr {Signature)

76-2G/ -

State Records Committee [Signature) Date

— Date J fice o) - Date
Clado, Aot | 200/ 06 | fdmirersr Yy Coarn AN Ma/ze

Recommendations in para- - o [ o
graph 12 are approved. State Auditor/Dcsigk Ac’—\& ,-//\ ( /J’V - 7 L

(If disapproved, attach letter N

of explanation.) Secretary of State/Designee . @MM _JM 5 ~20 "_Zé

T ———r o
AR=50—-71; RAev. 78 {Reversas Side)

Attorney Generai/Dasignee _ 477 % ﬁ Zf(_,«(_,é A g : )// ‘-7/4
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Records Retention Schedule

GEQORGTA DEPARTMENT OF HUMAN RESOURCES

DIVISION OF MENTAL HEALTH AND MENTAL RETARDATION

Hospitals/Institutions .
Patient Records = Medical Charts

Appl.
No.

*  76-223

* 76-291

Descxription

PATTENT MEDICAL RECORD
LOCATOR FILES ~ Documents
relating to recording the
location of the patient
medical record when that
record i3 removed from the
Medical Records Section by
institution staff, In-
cluded is Chart Locator Card
(MR 501), showing name of
patient, staff member re-
questing record and similar
and related information,

The file is arranged usually
alphabetically by soundex
code.

PATIENT MEDICAL CASE HISTORY
RECORD FILES ~ Documents re-
lating to requests for all
services and the treating of
persons in State-financed
institutions, Included, but
not limited to, are: appli-
cation for services; admig-
sion summary; treatment
agreement; authorization

for release of information;
physical examination re~

port; physicians' orders;
nursing care notes; pathology
reports; autopsy and micro-
scopic autopsy report; certi-
ficate of death; and admin-
istrative/legal correspondence.
The file is arranged by terminal

digit of patient's Social Security
or alphabetically by last

number;
name of patient,

Disposition

Remove locator card upon trang-
fer of Medical Record to the

State Records Center; then
destroy.
APPROVED: 7/6/76

Cut off the file as follows:

Active Records

Beginning January 1, 1976, and
each five years thereafter,
begin 8 new five~year division
of records; transfer preceding
charts to Institution Medical
Records Unit for final qualti-
tative review for completeness;
hold five years; transfer to
local holding area, hold five
years, or until determination
is made by the Institution
Quality Control Board/Medical
Records/Utilization Review  *
Committee that the record may
be transferred; transfer to
the State Records Center, hold

25 years; then destroy by .
shredding. ~
Inactive Records : .-

When individual dies or become
ineligible for services in

* Department-wide Schedule

Patient Recorda = Medical'Charts-
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Records Retention Schedﬁle

GEORGIA DEPARTMENT OF HUMAN RESOURCES
e DIVISION OF MENTAL HEALTH AND MENTAL RETARDATION

\

Hospitals/Institutions
Patient Records - Medical Charts

No. Description- Disposition

*  76-291
(Cont o)

Inactive Records (cont,)
Georgia, combine all records,
including the patient's medi-
cal records and Community Re-
source Unit records, and
place in the inactive file;
cut off the inactive file at
the end of each calendar
year; hold in current files
area 2 years; transfer to
local holding area, hold S
years; transfer to the State
Records Center, hold 28 years;
then destroy by shredding.

Community Resources Unlt Records

: (Long-term follow-up summary
5 ' information)
Review periodically. Upon de-
termination that record is no
longer active (that patient
has died or is no longer eli-
gible for services), place
all papers in the inactive
file. Cut off inactive file
at the end of each calendar
year; hold in current files
area 10 years; transfar to
State Records Center, hold

25 years; then destroy by
shredding.

APPROVED: 8/26/76

- : - V-1.5.2-2
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* Department-wide Schedule
" Patlent Records - Medical Charts




